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Microsoft Teams - Saving Records
Yuen, Andrew
IT Specialist (Internet)

What type of Records are you looking to capture in
Microsoft Teams? 
The following step by step guides will walk you through saving records to EZ Desktop
and EZ Email from Microsoft Teams.

I need to save...
Private Chat transcripts as a record
Teams Chat transcripts as a record
Shared Files in a Private Chat or Meeting Chat as a record
Shared files in Teams and Teams Chat as a record
Voicemail messages from a Teams Call and it's corresponding transcribed
message as a record
Meeting Recording in Teams as a record
A Planner board as a record 
Wiki Pages or Meeting Notes created in Teams as a record       
Calendar entries in Teams as a record
Contacts within Teams as a record [Follow Outlook Procedures]

https://usepa.sharepoint.com/sites/oei/ermd/ECMS/SitePages/MS-Teams-Private-Chat.aspx
https://usepa.sharepoint.com/sites/oei/ermd/ECMS/SitePages/MS-Teams-Teams-Chat.aspx
https://usepa.sharepoint.com/sites/oei/ermd/ECMS/SitePages/MS-Teams-Shared-Files-Private-Meeting-Chat.aspx
https://usepa.sharepoint.com/sites/oei/ermd/ECMS/SitePages/MS-Teams-Shared-File-Teams-Chat.aspx
https://usepa.sharepoint.com/sites/oei/ermd/ECMS/SitePages/MS-Teams-Voicemail.aspx
https://usepa.sharepoint.com/sites/oei/ermd/ECMS/SitePages/MS-Teams-Meeting-Recording.aspx
https://usepa.sharepoint.com/sites/oei/ermd/ECMS/SitePages/MS-Teams-Planner-Board.aspx
https://usepa.sharepoint.com/sites/oei/ermd/ECMS/SitePages/MS-Teams-Meeting-Notes-Wiki-Pages.aspx
https://usepa.sharepoint.com/sites/oei/ermd/ECMS/SitePages/Calendar-Records-%E2%80%93-Outlook.aspx
https://usepa.sharepoint.com/sites/oei/ermd/ECMS/SitePages/Contacts(1).aspx
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Currently, there is no way to export a transcript of your chat conversation in Microsoft
Teams directly to ECMS. Transcripts of your private chat conversations are saved to a
hidden folder in your personal Outlook account and are captured under Capstone.
Please contact the ECMS help desk mailto:ecms@epa.gov  if you have a need to save
a transcript of your private chat conversations that have a retention greater than 10
years. 

Back to Microsoft Teams - Saving Records

MS Teams - Private Chat
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IT Specialist (Internet)
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Currently, there is no way to export a transcript of your chat conversation in Microsoft
Teams directly to ECMS. Transcripts of your Teams chat conversations are saved in a
group mailbox within Outlook and are NOT captured under Capstone. Please contact
the ECMS help desk mailto:ecms@epa.gov if you have a need to save a transcript of
your Teams chat conversations. 

Back to Microsoft Teams - Saving Records

MS Teams - Teams Chat
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Here is an example of a shared file located within a private chat/meeting chat.

In order to save this shared file as a record, follow these steps:

STEP 1 - Navigate to your OneDrive and find the folder titled: Microsoft Teams Chat
Files

MS Teams - Shared Files in a Private Chat or
Meeting Chat

Yuen, Andrew
IT Specialist (Internet)
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Step 2 - Drag and drop the record into the EZ Records - Private or EZ Records -
Shared Folder in your OneDrive.

Complete! You have successfully saved a shared file in your chat as a record.

Back to Microsoft Teams - Saving Records

https://usepa.sharepoint.com/sites/oei/ermd/ECMS/SitePages/MS-Teams-Saving-Records.aspx
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Here is an example of a shared file located within a teams chat.

In order to save this shared file as a record, follow these steps:

STEP 1 - Navigate to Open in Sharepoint by clicking the ellipses located on the top
right.

MS Teams - Shared File in Teams Chat
Yuen, Andrew
IT Specialist (Internet)
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STEP 2 - Once in SharePoint, locate the file.

STEP 3 - Click the ellipses and select download.
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STEP 4 - Save the file directly to EZ Records - Shared or EZ Records - Private in your
OneDrive.

Complete! You have successfully saved a shared file in your chat as a record.

Back to Microsoft Teams - Saving Records

https://usepa.sharepoint.com/sites/oei/ermd/ECMS/SitePages/MS-Teams-Saving-Records.aspx
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MS Teams transcribes and saves voicemails as mp3 files that are sent directly to your
Outlook Inbox. 

In order to save a voicemail and it's corresponding transcript as a record, follow these
steps:

STEP 1 - Navigate to Outlook and locate the email containing the voicemail and
corresponding transcript.

MS Teams - Voicemail messages from a Teams Call
Yuen, Andrew
IT Specialist (Internet)
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STEP 2 - Categorize the email as either EZ Record - Private or EZ Record - Shared

(optional access to FAQ) Hints for deciding whether to use the Shared or Private
options in EZ Desktop Records

Complete! You have successfully saved a voicemail as a record.

Back to Microsoft Teams - Saving Records

https://usepa.sharepoint.com/sites/oei/ermd/ECMS/SitePages/Private-Records-and-Encryption.aspx
https://usepa.sharepoint.com/sites/oei/ermd/ECMS/SitePages/MS-Teams-Saving-Records.aspx
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MS Teams - Meeting Recording in MS Streams

STEP 1 - Access your meeting recording in the meeting chat area.

NOTE:  A meeting recording is temporarily saved in MS Streams and is retrievable for up to 30 days.

STEP 2 - Click on the ellipses and select Open in Microsoft Stream 
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STEP 3 - Click on the ellipses under the video and select Download Video.  Save the video to your
downloads folder.

STEP 4        - Navigate to your downloads folder on your local machine and locate the recording. Right click
the recording and select send to EZ Records - Private or EZ Records - Shared.
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In order to save a Planner Board as a record, the content of the board must be
exported to Excel.

STEP 1 - Navigate to your Planner Board in Teams and click on the globe icon located
on the upper right corner. This will open up your planner board within a browser.

STEP 2 - In the browser version of your Planner board, click the ellipsis and select
Export plan to Excel.

MS Teams - Planner Board
Yuen, Andrew
IT Specialist (Internet)

/sites/oei/ermd/ECMS/SitePages/MS-Teams-Saving-Records.aspx
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Sample of raw export of Planner Board 
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STEP 3 - Save the export directly to EZ Records - Private or EZ Records shared in your
OneDrive.

/sites/oei/ermd/ECMS/SitePages/MS-Teams-Saving-Records.aspx
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Alternatively ...

Complete! You have successfully saved a Planner board as a record.

Back to Microsoft Teams - Saving Records

/sites/oei/ermd/ECMS/SitePages/MS-Teams-Saving-Records.aspx

https://usepa.sharepoint.com/sites/oei/ermd/ECMS/SitePages/MS-Teams-Saving-Records.aspx
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MS Teams - Meeting Notes and Wiki Pages
ECMSE

Here is an example of a meeting note in Teams. Wiki pages are identical to this
example.

In order to save a meeting note or wiki page as a record, follow these steps:

STEP 1 - Navigate to your OneDrive and find the folder titled: Microsoft Teams Data

Under the Microsoft Teams Data folder, navigate to the Wiki folder.



10/28/2020 MS Teams - Meeting Notes and Wiki Pages

https://usepa.sharepoint.com/sites/oei/ermd/ECMS/SitePages/MS-Teams-Meeting-Notes-Wiki-Pages.aspx 2/3

Step 2 - Drag and drop the record into the EZ Records - Private or EZ Records -
Shared Folder in your OneDrive (or drag and drop on the EZ Records icons on the
desktop as shown below).

Alternatively...
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Complete! You have successfully saved meeting notes as a record. 

Back to Microsoft Teams - Saving Records

https://usepa.sharepoint.com/sites/oei/ermd/ECMS/SitePages/MS-Teams-Saving-Records.aspx
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Calendar Records – Outlook

Senior officials’ calendars are permanent records and must be saved in a
recordkeeping system. Outlook calendar records can be saved by importing them
into an email, which then can be saved using EZ Email Records.

STEP 1. From the “Calendar” area of Outlook, select “E-mail Calendar” from the
“Home” tab.

STEP 2. On the “Send a Calendar via E-mail” pop-up, select the calendar you wish to
save from the “Calendar” drop-down menu.

STEP 3. Select “Specify dates…” from the “Date Range” field. Use the calendar
widgets to select your desired date range (e.g., From: 10/1/2013, To: 10/31/2013).

STEP 4. Select the “Full details” option from the “Detail” drop-down menu.

STEP 5. Click the “OK” button.
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STEP 6. In the “Subject” field of the new email, enter the calendar name and date
range (e.g., “Robert A Green Calendar – October 1-31, 2013”).

STEP 7. Enter your EPA email address in the “To” field and click the “Send” button.

STEP 8. Save this message as an EZ Email Record from your “Inbox” folder.
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For more information on EZ Email Records,
visit: https://usepa.sharepoint.com/sites/oei/ermd/ECMS/SitePages/EZ-Email-
Records.aspx

Back to Microsoft Teams - Saving Records

https://usepa.sharepoint.com/sites/oei/ermd/ECMS/SitePages/EZ-Email-Records.aspx
https://usepa.sharepoint.com/sites/oei/ermd/ECMS/SitePages/MS-Teams-Saving-Records.aspx
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Contacts within Teams as a Record – Outlook

Contacts can be saved into ECMS as a record. Simply 'Forward Contact' as a
Business Card to yourself. Then find the corresponding email in your inbox and save it
using EZ Records. /sites/oei/ermd/ECMS/SitePages/MS-Teams-Saving-Records.aspx
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Back to Microsoft Teams - Saving Records
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